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1. AgencyAddrea FOR RECORDS MANAGEMENT ISE 

Appliidon Number Office of State Administrative 
Hearings 
235 Peachtree St.,N.E., Ste.700 Dsa completed 

97-0071 

Atlanta, Georgia 30303 8 19971 11/17/97 

W k  k Dickerson Chief State Admn. Law Judge (404) 656-3508 
3. Action Requested 

a. 
b. 

0 Establish Retention Schedub; remrd will mntinue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend Application No. Checkone: 0 Chanqe; 0 Supercede; 0 Void 
4. Dates of Series 
Earliest Latest 

5. Remrdr Seriec Titla /followed by title used in office: if different) 

r/1/95 Tp Date Organization, Functions, Policies and Procedures 

Letter-size drawers ; Legalzjze drawers ;se lves 3; 0th I 

1 I 

6. Division and Office Function What is the function of the Division and the Offie in vhich this record rerier is created? 

The Office of State Administrative Hearings (OSAH) is responsible for 
conducting administrative hearings on matters referred to OSAH for 
hearing by more than twenty other State agencies. 

7. Record Series Description 

Documents relating to: 

This file contains the following documents /include form t w m h a n d  t;tIm, ifany): 
Attach samples of the file. 

the organization, functions, policies and procedures of 
OSAH . 
organizational charts and memos describing OSAH's 
organization, reports and studies of OSAH's caseload, 
OSAH's rules and internal policies, and similar 
documents. 

lnduded are: 

alphabetically by subject matter. 
File is  arranged: 

8. Monthly Reference Rate How often are remrds referred to which are: 
C)ne to six months old L; Seven to twelve months old A; Thirteen to twentyfour months old I ; 

twenty-five months and older I? 

Letter-size drawers ; Legalzjze drawers ;se lves 3; 0th 

9. Annual Rate of Acwmulation of Ramrdr 
twenty-five months and older I? 

9. Annual Rate of Acwmulation of Ramrdr 

I 
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NO 10. Ouestionnaire (Place an "X" In the proper mlumn) 

a. Is this the official mpy of the series? 

b. Does the serier mntain confidential information requiring security handling? If  yes. cite law or regulation. 
* 

9 

- 
documents be scheduled semratelv? 

t i  f * Is the information mn tained in this series ever w b  shed? f. I ves a w  OODV. 

g. Is the information mntained in this series ever analyzed and/a remded in a summarized report? 

h. Is there a duplicatim of t h i s  series in yow office, or in another office M agency? 
If yes. attach mDv. 

If yes. where? 
1. Ism is series lor a maiw no mf id reaubrlv -? . f '  
I. Does the record series 

ion Requirements The following requires the series to be kept: 

% 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

0 x c. Is  this a vital record? 
d. Does this series have historical or long term research value? 
e. When one cf two documents in the file make it neoessary to keep the entire file for a km rmriod. muld these 

Occasionally referenced for historical data and information. 

2. Approred Disposition Instructions This agency remmmends that  the file series be cut off at  the end of each: 
E3 Calendar Year; 0 Fiscal Year; 0 Other 

monthkl 3 y e a r ~ ;  then 

then, 

Hold in the current files area 
0 Transfer to local holding area; hold 
€3 Transfer to State Remrds Center; hold / 1 3 y e a r ( s ) ;  then 
t3 Destroy. 
0 Transfer to State Archives for permanent retention. 

yearb); then 

0 Other ISpecifyI - . .  

*OSAH's rules are published on a current basis by the Secretary 
Of State in the m e  s and Regula tions of th e State of Georala. 

These instructions apply to all pior and future accumulations of the series. 

If disapproved. artad, le tw 
if explanation.1 



Organization, Functions, Policies and Procedures 
1995 - Ongoing 

co = CY 
Hold in current files area (CFA) three (3) years 
Transfer to State Records Center (SRC) 
Hold ten ( 10) years 
Transfer to State Archives for continuing retention 

Schedtile ii: 97-0071 
Effcctivc Datc:ll 17 97 
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The State Records Committee has authorized the approval of these disposition instructions for the 
ries described in the attached retention schedul 

k l c 4 b  
Secretary ?fStaie Designee 

C EDf-0401418wpd-No~ 17.1997 


